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4^hese materials provide information on conduqting 
small business tTiTning seminars for veterans .First , a discussion is 
presented of the develi5pment q£ the guide based on 198^ testing 
of the seminar and evaluations conducte.d by Small Business 
Administration (SBA) off icia(is, the seminar contracts , and trainers. 
The next sections deal .with the focus and length the yeteraris 
seminars and provide organizational details bh registrat ibh _ 
procedures, meeting sites^ speakers/trainers, publicity^ and 
follow-up and evaluation procedures i Fbllbwirjg a list bf handouts and 
resources for the seminar, a sample agenda is prbvided and each of-- 
the seminar sessions is explained . Tips bn netwbrking and a checklist 
for speakers/trainers are fbllbwed by training outlines for six 
topics: (1) business plarihihg; {2) marketing and prompting your. 
btt^iness; (3) fij\ahcial management; (4) record keeping; ( 5) law, 
taxes, and insurance; arid (5) hbme-based' businesses. Each training 
outline lists gbals, bbjectiveSj, handbiits , equipment needs , and the 
agenda for discussion. Finally,, a budget checklist , ^sample 
registratiSri fbrm^ arid seminar evaluation form are provided. (HB) 
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VETERANS IN SMALL- BUSINESS TRAINING ... ^ 
. * ■• - ^ ' = ' '■ ■ . 

This guide. is the result. df cdhsiberable effort pri the_part of the U.S. 
S.mall Business Admiriistratidh and fdUr cdntractdrs who field teStipd Veterans 
In Small Business Training seminars ardUhd the cdUhtry ihTYvl983.. Fdlldwiriq 
each of ; the meetings * half-day eyaluatiops . by SBA d^f ici alSi;^^ 

^the cdntractdrSi and dther^'experiehGed trainers. The- attached guide is the 
^,produGt;^f those evaluation sess'idris. ' ' : 

' ■ ' ■ ' . ■ ' • ' . • 

The best that was dffered in t^e fdUr seminars is included in this gUide^ 
along with* additional suggestions and ideas designed td imprdve the delivery ' 
of services to veterSns^ particularly Vietnam veterans. The guide covers t'uch 
topics as networking/ publicity* |3lanning and time mjanagementi lelectidn df 
the meeting site, selectidn of* the traingrs/sjDeakerSi and iregistt-atidn tips. 
In addition, the- guide cdntains a sample agenda and a list df budget items td 
. be taken into consideration^ a sample registration form^ a planning checklist 
for trainers/speakers, a ]ist of handouts for all registrants, and pi^rtinent 
notations on-each of 'the sessions listed on the. agenda. \ 

• - - '_'\ ^. 

. , As you can see, this guide is a part of a larger series of curriciilum' 

guides. This .training model is designed to take .advantage of the other guides 
in this' series. Tbpics listed on the sample agenda are a par*t of the \ 
curriculum guides, and trainers/speakers may use the handouts tfjat areia part 
of those guides. A complete outline of how to use the curriculum guide is 
included in the sections "Agenda Keys" and "Notes to the Trainers/Speakers." 

In addition, there is a section in the curriculum guides called I 
"Resources." You will find books, pamphlets, magazines articles, and other 
types of resources that ydur_ trainers/speakers may use to augment their own 
materials and those they will copy from the curriculum guides. ' \ 

- _ - ■ . ' ' ■ \ 

The Focus - \ 

- " ■ • • - ■ - ■ ^ \ 

The evalUatdrs stated that any subsequent meetings should center on ^ 

management training. The SBA cdnsiders itself a "lender of last resort" ■ 

because small business' owners are mUch better dff developing a business 

relationship with their Ideal banks dr other lenders. The fact is, no matter 

how much mdney is. poured into a business^ it will fail it it is managed 

poorly. The evaluators determined, then, that management skills should bS^the 

most important focus of future training effdrts. 



In addition to the training topics^ suggested in this guide (Business . 
PI anni ng rN_Financi al Management , Bas^ic Management Ski l is, ^Home-Based _ 
Businesses, Marketing and- Promoting Your jdeas, Recordskeeping, and Business 
Law, Taxes, and Insurance) , several specialized courses may be developed and 
run either concurren?ly or at other times. They include procurement ^ 
(contracting with locals state, and federal governments) and ' 
importing/exporting. The American^ Association of Community. and Junior 
Colleges is currently developingjunder^cqntrac to -the Women_Business Owners 
division of the SBA, 11/2 hour training :courses o^i procurement, business 
planning,^ pre-assessment ski 1 Is, ^and hqme--based businesses. Contact AA6de or 
the Women Business Owners division of the SBA for additional information 
eonee'rnihg; the courses. They may be useful in your planning and 
implementation process.^ ■ - ; 



Length of tKe'SessionS :. . ' ^ ^ \ . - ' ' 

The agenda is organized so Wat hbs^t ihstitutibns> arid; the SBAimai^ d^ 
to hold either a one- or two-day sessiori. The first may be for* veterans who 
hever have rUri a smal I business^; ariii the se for those_already in a ^ 

small. busiriess_br_whg_want their skills. All ot the seminars 
mentioned above ran on^ t wo a/ tracks. : : 



, y 9r gr^ri'i z at i bn a 1 . De t a i J s ' 

Regi Strat ion ' 



r 



Registratibn shbuld/be twd-prbripd : _pre-registration. arid on-sjte^ 
registration. To maJceyplanriing easiest for SBA arid the^ host institution,, 
pre-registratibri is erjcburaged. Pre-registratidri also encpurages^.people lo^ 
think this has mbre v^lue thari something they ,coutd just walk, in off the " 
street arid atterid. / . _ . ^ ^ 

Limit participatiori in^the actual training sessions ta a workable number 
tpreferably rib marie thari 30 eachh 'but allow larger^numbers into the 
Exhibitbrs* Fair. _ Serious current or future, business owners will ^ ^ 
pre-register* arid working with a serious group wil j ^e mQre^produetiy,€ fbr the 
registrants arid for the trairiers. Since/six trainii^g sesions will be offered, 
this means that as many as 180 veterans. may register for the training part of 
the meetirig aldrie.. ft sample, registration' form is a part of this- course guidS. 

No matter what type registration fo^ you use, include the^ fol lowing:^ 

i Date applwation was received. '\ " • . 

i - Name, address, and day/night telepfjone numbers of the veterari 
registrant. * ^ ' . . 

• Designation whether new or current business bwrier. ^• 

f Selection of Exhibitors' Fair and/or trainirig. ^ ' * 

• Selectipn of firsts second, and thira choices of training courses. 

, • Date the veteran registrant wishes ^o atterid'^r^inirig {if more than one 

day of trahnin§ is scheduled). / ' _ i__ . 

k Sheet to return to the veteran, re^istrarit showing what courses he/she . 
[ may attend and the complete. schedule for the da^'s activities. (The 

schedule dbes not have to include the ria'mes of the' speakers or ^ _ 

trainers, but tari be similar iri fbrrtl to the sample; agenda contained in 
this guide.) * ; _ _ . 

• eonjact persori^, address ^ arid phdrie riumber fdr the veteran regi^strant to 
have iri case he/she has^questions . ' , 

If there are bJ)^HiHg,s for training sessions, allow walk-ins to register 
for them. dri a f irst3|^me, first-served basis^, \ , ^ \ 

On-site reg4stratidn should be hariJled by more than-one individual, ^ I 
especially if ydu are going to host an Exhibitors^ Fair. You will need one_'\^ 
persbri tb check in pre-registrants and give them 'their packers, and^you will 
rieed at least two to check in on-site registrants, 'if you are charging for 
the training, /or for the luncheon,:, then you wi 11 need another person^ to _ ^ 
cbTlect money, write gut receipts, and give attendees meal tickets. It is 
always helpful to have at least one more person around to be a "rugwier" if ydu 
need errands dorie or messages delivered at ti^e last jninute. Alsd^ be sure ydu 
provide each veteran registrant, staff member, speaker, arid tracer 'with a 
nametag. . " ■ - ' i - 



Meet tug Sit^ - ■ " ' ' > • . . ^- 



USe^the falldwihg eritePi a "wheni selecting: a sttei Be sure .that' you: 

.. :\ , . : ' v"' : ^ . ■ • ' ' ^ • ^ ' : 

Have one meeting rbbm large enbdgH to aeedrmiodate the full, j^egistration- 
" load, • . - ^ •* ^ V . ' ^ ■ ' " 

•• Have doe .exfii.bi t area large endugh fdr the Exhijbi tbrs ' - Fair dhd" '" - - 
' equ>j3ged with OjUyets for atididvisual equipment. ; — 

• .Have -'easj^ acces-^ by both "^^^ putjl ic trarisportatibn, and free ' 
; parking ^if at all jDbssfbl'el ^ ^ " . ■ ' . ^ 

i Can 'aisdre e^sy access fdr "handicaj3ped. registea \ ' ' ^ 

meeting/tr^ini?)g_sates^ ,asVw6ll as to bathrddms'j the luhehedri, arid 
closing reoejjtloJTi' - » , .^.^ . % ' :, \ - 

_ ■ - - • ^- , / _ , '--'"/i. 

t Locate a site on "neutral" territdryi ■ riot a federal. bUildirig^ if ^ 
possible. . ' • ' ^- ' 

9 Arr:6inge for^security coverage of equipment.^ f ilms* etc. if riecepry*' 
and' notify security to open rooms, .turn off^^alarms* etc. ' ' 

• Locate trai^rig rodms that are ai^ be equipped, with audio v.i sual^ ' 
equipment, arid are small enough for peoplei to hear and irtteract with . 
one^ another. ^Rooms^ that can be set up in cjrcles, semi ^circles, ' . ^ 

classroom style, horseshoe shapes are best for training. * 

J ■ ' . _ . - • .... • ■ ^ , 

_ ■ x _• - ' ^ . _ ' •- V " ' - _ - ■ _^ __ 

• Seheddle no more than orie^aetivi ty at. a time. (Concurrent training 

sessions are eduritei as one^ ae't ivity.) For exarnple^ do /lot serve ^ 
rel^reshment's irit the iDack bf a meeting rddm or Ideate the registratidn 
*desk .in the baefe' df .the' general session roorrii Pjebple mjllin^ around ^ 
and talking in' the back df . the room make ft impassible for attendees tb . 
hear and fdr speakers tb get their points; aerdssi • ' ' 

• Keep ydur attferidees .in close proximity td*.dri€ aridther. Try nbt td / 
schedule meetirigs dri different flodrs df a building, br acrdss tlie 
street from prie aridther. This^ean be disruptive arid edrifusirig. 



Identify smbkiri| arid 'ridri-snidkj rig ^reas iri each rddm you Use. 



• Post sigris arid directidrials for each^megtirig site 



1 Ensure that-required tables, chair^i micrdpHdrieSi jDOdiums,* or other \ 
physical equipment are available and in place before each meeting.- 

_ • * _. . S ■ . .. ' ■ . ... . . 

• PI ace jmicrophones in the room. so that questions from the audience can' 
be heard by the, attendees. , 

• Have facility ready 30-45 minutes before the session ^begins. 
Arrange to be available^for an hour after the meeting to troubleshoot. 

• . Arrange for 'central telephone servtce^ so that someone can take messages 
* fdr speakers, trainers, arid atteridees'. 
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• Have a place for coats and/or urribrenasi if necessary, 
i Have extra pencils and paper to hand dut^tb attendees. 



Your speakers and trainers should be both^ know,1edgeab.1e about their 
subject" mat ter^ ahd^ inforaed about whu^^ be. It is a^q 

idia to get them all together before the meeting and^ give them a prb/ile of i 
veteraris, particularly^ Vietnam veterahs. Th^ ;yeterari^ fmage. is varied and 
sometimes distorted, ' and it is important^tb sitress that Vietnam veterans^ i 
average, 35 years^&f age and are attending these meetings because they are 
."abbjjt 'business.'", "■\ \ . ' " - . ; ^ . ' j 

> ,Select_speakers who are loca\bpsiness owners, SGORE/ACE chapter member^, 
host institution faculty, loc^l attoriieys and/ accbuntarjts, or member's of 
professional associitiong. • Send speakers written confirmation with : 
instructions an the tppic, time, place, method-of payment (if services are not 
donated),, and name an^d number of cbntaet persbh. " ^ . 

% ' • \ ^ > _ ■'*.' ..*/.. . . . " _ ■ , .. _ 

^Provide- speakers and trainers with' the Speakers/Trainers Checklist,, which 
outlines key items for theiri *tb remember as they prepare and deliver their 
_ training. ^ 



:^Fo 11 owing the meeting.,' send speakers a: thank-ybU note; and copy their empTbyer, 
.if appropriate. ^ 

Generating Rub licity . ; ^ *'\ . 

' ■ \ ' - _ ; _ _ _ ^ _,■ 

, dse the Public Relafibns Model developed bythenaU the 
U.S. Smal-l Business Admihistratidh. Contact the Veterans Affairs . 
: Off icers br Asststahtf District Di^ectb^ 

^ .; ^ Off ice for details,., ^ / \ - ' ^ ' 

i Use college^ SBA^ Iqcal professfon^l organization and veterans 
* hews letters, local radios television, and newspapers to publicize the . 
'traijilng. ^ ' ^ . ^ T - 

^ 'i Design and distribute indfvidual .flyers thrbugh the above W as; 
well as'through: mailings, 'inserts., fairs, shqppirig cehtej^* b 
bowling alleys/ churches, grocery stores, 1 ibraries, cdhv^htidhSi 
seminars, and meeti.ngs. * ^ > ' ' ' 

i Place free articles in newspapers (IbcaT-suburbah, religious, ethnic),. 
, and buy ad space^. ^ ^ * . 1 

rT Wri^ and send press Releases to hewsletter publishers: civic and- 
,; professional organizatibh^i specialty organizations, religious and 
- ethnic grbups*. : - 

_* _ ^ - • ' • ^ _ ■ * ' 

• Ask Ibcal, state,^and federal gp}?ernment offices to post notices on 
their bul l.etih boards. V . 

' i Tape radid arid television puDlic service announcements (free), and 
timg sTdts if necessary and affor^iable. , . , 
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Ereate an angle, and get invited to local television or radio talk 
shows.' . - 




FoUd^^HpL /. ° * ^ * 

it is important for .a] be conducited. 

For the veteran registr ants,' /fo 11'^^ activities may be in the form of future 
counseling or training. Theit irames may ,be gi (with permission) to area 
training centers (e.g. , conr»nunity_cpl leges_gr four-^^ SCORE/ACE 
counselors may want to contact a(fd inform them of upcoming training 
events! etc. 

Speaker s/trai hers need to be thanked aj/id ehebtiraged to continue to work with 
squall business owners or future owners. Their assistance as cdmmuhity leaders 
may prove invaluable to the 'veteran business owners with whom they work, the 
Agency itself, and/the host institution. ; . 

Thank e;<hibitors and all those who worked oh the'Exhibitors' Fair, arid 
keepih touch with them about future activities in which yom might want to 
involve them. Keeping ihtouch with them builds goodwill both for now, for* 
veteran registrants,- and for the future. 

Evaluation, ^ ' ^ 

. A sarfiple (OMB-apprdved j evaluation form is- a part bf this packet. It is 
important that trainers/speakers* as well as veteran registrants^ complete it 
and return it to the' registration desk'or a drop point in the Exhibitors'* 
Fair. The evaluation w^ll ?[11<5W you to determine the success or failure of 
the trainihg session, and tell yoi| how to make improvements for the future. 
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VETERANS IN SMALL BUSINESS. TRAINING 



Handouts and Resources 

Inaddi t ioh_tg_any handouts speakers/trainers may have or deveJop on their 
own, encourage them to use those that are a part of the^ Sijial 1 Business 
Management Training eurriculum Guide . Also a p^rt of the guide are several 
pages ot resources that Include books^ magazines, ^articles, films, arid other 
materials of interest to both trainers/speakers arid' participarits. 

Always include the following handouts in the registration packets: 

• List of Community Business Resources , - 

• ^List of Training Resources , 

• List of Community Personal Resources ^ 
' f List of State and Federal Resources 

• SBA Free Publications (115A) . ' ' ; 

• SBA For Sale Pablications (1158) 

• - Meeting Agenda ^ ' 



• Names, Addressesy^nd Telephone Numbers of Organizers,, Speakers, and 
Trainers ^ v : - 

.- . u ^ - • ■ . ' ' 

• Evaluation Forms (see attached example) 

';^N8TE: Attached i's a, list of community resources from which a riumber of the 
.above handduts may be developed. It will be helpful if veterari registrarits 

receive a copy of the blarik commuriity resources form so they cari tailor the 

irifbrmatiori to their dwri rieeds. . ' . 
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8:00 a.m. Registration and Continental Breakfast (1^ hour) 
"9:00. a.m. Genera] Session (45 minutes) " ' ; 

- — Welcome bV: . : : . . :: ... 

/ SBA Representative . 
' ; Host Ihstitution _ ; 

--Outline of Day* s^ Activities 
; --Special AnTteuhcemehts 

9i45 a'.mv^ Short Break (15 minutes) . ' 

10:00 a.m. Tr a i n ^ng Se-^ s ions (1 hour/15 minutes each) \ 

' --Business Planning - 
' — Marketing and Promoting Your Business 
> — Financial Management 

11:15 a.m^ Tr a ining Sessions Repeated (1 hour/15 minutes each) 

• ■ * ' ... : \ 

— Business Planning^ 

^ --Marketing and Promoting Your Business 

• --Financial Management 

-12:38 p.m. Luncheon (1 1/2 hours) ^ 



Ldcatidh 
Location 



Location 



Location 



LoeatiQn 



^2'': 00 p>m. 



--Organized by types of business. Registrahts*may s>it with other 

lousiness owners or prospective owners in like fields. 
--Guest Speaker " ^ 

- _ - - - - - - - , — - - __ ' - - ^ .-. - _- -' 

Training Sessions Jl hour/15\mfriutes each) Locatibri 



. --Recdrd$keepihg 
--Lawi Taxes^ Insurance 
--Home-Based Businesses 

3:15 p.m. Short Break ( 15 miriUtes) 

3:30 p.m. Training Sessions Repeated (1 hour/15 minutes Seath)^ 

--Rfecdrdlkeeping . 

— Law, Taxes, Insurance 
— Home-Based Businesses 

4:45 p;m. General Session (45 minutes) ; 

— SBA Management Assistahee Services V 

^ — Future Classes and Trairiingat HdstJostitutibn 

; —ether eommonity Resbtjrees (SBDG's, SBTs, SCORE/ACE, 
PLATO, Chamber of Gommerce, etc.) 



Location 



Location 



5:^36 p.m. 
- to 
7:00 p.m. 



NetworJcing Reception (1 l/2f hours). 



Lbcatibh 



— Part4ciparits may qeet arid talk in ari irifbrmal, relaxed setting. 



VETERANS IN SMALb BUSINESS TRAINING 
^ Agenda Keys . - • • . 

Registratfori and Eoatlnental Breakfast 

-The bujk of the registration activity should. be limited to cheeking in _ 
yeterans; wlio have 'pre-r.^^4stered^^^^ h agendas^ 
familiarizing them with the training facility^ arid directing them to, the area 
where coffee and , the continental b.reakfast are being served, - Ori-site 
registration can be kept to a minimum if the training activities are Hell 
publicized and an advance registration pjafi is imp^^ However^ there 

will be veterans ;who wjll register at 'the dpor. 



Ask a local veterans ' organization or a local business to provide the 
coffee and continental breakfast. Businesses often are eager to do this sort 
of thing for the free publicity, and many veterans' organizations see this as 
: an extension of their community services work. Be sure you give the providfers 
a written "thank'^you" in the program-agenda, as well as .thank them from the 
podium during the opening session. 

Include a, drop box. for the attendee evaluation forms. . 

General Session — Qpening 

Begi'n the training meeting on_time > etnd do not run oyer into the next - 
session. It is very important^ that the training sessions reflect an attitude 
of getting dbwfi to business. If the meetings are. run in a disorganized 
fashion^ the materials given and information imparted will be suspect. In 
terms of conterit,^ remember to focus od the development of sound management 
skills instead of loan packaging, afrtrbe %ore your speakers do the same. You 
must set an example right from. the start that says Wiat running a business 
means being businesslike. ^ J » 

Preterit drily two speaker's at the beginning, one from the host institution^ 
and one from the Small Busiriess Adhiiriistrat ion (SBA). People are there for 
action and interaction. If ypu start by speaking at them insteadgf wi th _ 
them, you_ will losethem quickly to daydreaming or they may even leave. Fire 
them up;with enthusiasm for the day ^s events * but at the same, fcime^ be honest 
about the work involved in being a small business owner. Quickly run through 
the day's activities, including the mater the packets, and make any 

announcements-^ about ^ha'nges in the program, etc/ Do all of this in 45 minutes 
and get them right into the training sessions. Keep their enthusiasm highl 

Training Sess^ions . " ^ . _ 



^ Traiaing sessions will run concurrently and wil] be repeated once-. This^ ^ 
mfeans th^ but ^of six possible selections, registrants may attend four. It is 
ifuportant that^'the Same speakers appear at each repeated session 'to provide 
continuity and eorisisteney. ' 

Tr^airiers/Speak^rs ■ . . - 

Trainers should be skilled at drawing pedjDle out, should be lively arid 
enthusiastic, and above aTl, should be knowledgeable about small busiriess 
management Organizers should seek successful veteran entrepreneurs to serve 
as trainers/speakers^ whenever possible. 
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Trdrriers/speakers_shouVd 1^^ with the registrants, allowrng 

participants. plenty of dppVrtuhlty to. test their own_se1f-kngwTedge ask 
questions. -Alsdi speakers should provide participants with hahdoats to 
support whaft they want them to learn. \For examplei rn^the basine 
course paHicipants should be given a sample business plan outline and 
appropriate SBft publ icat ions on developing a business plan. In the seisidri on 

^staxes, participants should receive IRS publi^cotions \and an order form for 
additional helpful materi als; and for the promotion se^sion^^^ _ 

,snould receive a list of promotional tools and metho^SNtp determine the type 
of media in which to advertise* etc. In all cases, appropriate SBA * 
publications should either be distributed in each training:,' sess^ion, or^ order 
forms (SBA 115A and SBA 115B) made available to participants. 

Luhcheofi ' 

The luncheon provides participants with tHe oppbrtdnity to get together to 
discuss the morning's events, and also helps maintain thgir interest. " . 
drganize^the tables^in such a way that people with- similar businesses sit 
together'^to encourage networking. You can put $Jghs' on each table for 
retailers, wholesalers", manufacturers, and service providers, or even break 
thoseriategories down into sir^aller increments, depending on the size arid 
diversity of the registrants. Ask an SBA representati ve or sbmedrie ^f rom the 
host institutio^n to sit with the participants and facilitate commurjicatiori 
among thefiii . . 

You may use the luncheon time, tod, td showcase a particularly exciting . 
speaker or someone who is key in the'cdmmuriity arid who could be sensitized to 
the'issues surrounding smal 1 business dwriership arid' veterans in small 

business. Select carefully. You want sqmedrie dyriamic, forceful, and 

informatiorial. Local successful eritrepreneurs^ particularly those who have 
failed miserably drice arid learried their lessons about the importance of 
firiaricial mariagemerit, recordskeepingi and Dusiness planninq, ofteh^^a 
effective role models and provide a perspective participants can relate td 
immediately. Other types of speakers you may want to include are Ideal . '_ 
lenders, veriture capitalists^ state or federal representatives,^ or the.head df 
the local board of trade^ National Alliance for Business, or GHamber of 
Cdrlttierce. You may want them to speak on the theme of hetwdrkihg. 

No matter Who your speaker is, or what the theme," be sure you prepare your 
speaker for the audlerice (either veterans already in business or those who 
want to start drie). ' 

General Sessipri --.^CTdsThg ^ ' ' : 

^ ■ . ^ ^ - - ' 

Feature SBA arid other community' resqi^rces at the closing session. Center 
on the services'provjded_by the Management Assistance division df SBA^ arid 
forcefully make i^^ point that no matter how much money , a firra has, uriless the 
owrier manages th§ business and the funds well, the business will fail. Money 
is a tool for '$qand management, not an answer to pdbr mariagemerit problems. 
This sdurids sigipl'isticv but often small business owners, and those who wdrk : 
.with them, center on loans or "the. gaining of loans. If managers _are skilled, 
loans will be needed mainly for capital improvements arid, exparisidn.. In . 

addition, this will correct the* thinking by; the public that the SBA is a 

source of loan monies only.iv Instead, SBA wi 1 1 be viewed properly as a source 
of management assistance. The subject df Idaris willbe miriimized. 
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NetwdrRirig Reception 



Participants can take this opportunity to relax arid review the activities 
of the day. In additloni they can continue^their networkiricj activities iri an 
atmosphere conducive to information exchange. Ask a local veterans' 
organization or a local business to provide the Networking Receptidt),. (If . 
alcoholic drinks are served^ you mayiwant^ to -^^ 

often are eager to do this sort of thing for the free publicity, and many, 
veterans' drgariizatioris see this.as an extension of their eorrtnufijity services 
work.. Be sure you give the providers a written "thank you" in 'tfie program 
ia» as well as tharik them frdm the pddium during the dpenirig session. 
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* . . VETERANS IN SMALL BUSINESS TRAINING 

Networking Ideas 

L uncheon --.Place "flags" at each table with designations such as Retailers, 
Who lesalers, Manufacturers, and Service Providers on them. ' Or; you may wish 
to e^^parid; the designations to such titles asi^Health Gare Professionals, 
Printers^ Microcomputer Equipment Sale^,- Office Supplies, etc. Encourage 
participants who fi4 those descriptions to sit together. Ask an^ S8A 
representative or a representative of the host institution to sit at each 
table to facilitate communication. / • 

Fi sh Bowl — Ask all participants to bring their business cards or write down 
their names and :addresses and place them. in a large fish bowl. (RememBer to 
provide paper and .penci Is for this activity.) After the conference, provide 
• each registrant w^^ a, list of attendees so they ean follow up on business 
l^ads. • 

Bulletin Board Place a bulletin board in a strategic location and ask 
registrants to put their business cards on it. (Again, provide paper and 
pencils for those who do not have cards.) this will al lowregistrants to scan^ 
the cards for peoplewhb might be in a business of particular interest to 
them, and to try to locate them either in sessions, or at one of the " 
hetwdrkirig fUrictibris. The bulletin board can be_divided into four sections 
(Retailers^ MariUf acturersi Wholesalers^ Service Providers) arid registrants cari 
place their cards urider the correct heading. 

List of Registrants --No matter what networking method is used at the 
training meeting, provide veter'aris with a list of all those who registered. 
This wi 1 1 faci 1 iate follow-up for attendees, as well as giv^ both the SBA and 
the host jjistitution concrete leads for further assistance. Organize the list 
alphabetically by: attendee name, business ^ame, and type of business. 

Recepti-on — Following the day^s activities, sponsor an informal reception to ^ 
allow people to relax and exchange cards, ideas, etc. 

Exhibitors' Fai'r -- This "can be the highlight of the. training session, and 
should be run- cdricarrently with it. Set up an exhibit of services available 
to veteran small business owners in the areas of counsel i ng, business leads 
from local, state, and federal agencies, local trainirig available to augment 
or build new skills, etc. Ask local business owners to. provide dpo?. prizes 
related to operating a small business (for example, stationery de^igh, free 
printing, calculators, microcomputers, and other items) td give away duri rig 
the day. Thi s ^iveS the donors free publicity, provides a "draw" for the 
press, and bui Ids goodwi 1 1 in the coftinunity for the donors, the veteraris, and 
the hosts (SBA and the host institution)^. 

. Cduriseling services. can be provided.in the same setting, as long as some 
measure df privacy cari be assured. SCORE^^fACE cari set up tables arid prdvide ; 
counselors who can speak directly with the veteran eritrepreheurs; Th^y tah. • • 
set up appdiritmeRits fdr more Iri.rdepth cduriseling at .a " latfir -ijate, as well as 
prdvide irif drmatidri abdut pre- arid pdst-busiriess trainirig wdrkshdjDS. 

; Local col leges ,^ particularly the _h 

'about their trainirig programs and possibly register students forveither degree 
or continuing education programs on the spot. 
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Federal agencies that should be represjCnted include: 



i 
i 

-i- 



SmaU_Bustness Administration (VA0, MA, tS) . 
Department' of Commerce (trade regulations^ jmport/export) 
General Services Administration (PASS representative) 



• Department pt. Defense 

• Department of Labor , - 

• internal Revenue Service • , 

• Veterans Admihistratiori . . 

Local and state agencies and offices assisting veteran entrepreneurs 
should include: - ^ 

• Board of Trade ' • 

• Chamber of Commerce 

■ • National Alliance of Business ' , 

i Small Business Development Corporations (SBDC) 

• Small Business Institutes (SBI) - 
i State Development Offices. . , : ^ 

• Veterans Associations (e.g., Araeriean Legion, Veterans of Foreign wars, 
V Vietnam Veterans of America^ Disabled American Veterans, Paralyzed 

^' Veterans of America, Blinded Veterans of America, Vietnam Veterans 
Leadership Program) - , ' 

SBA and 'NAB, in particular, have developed traihihg f^ilms that could_.b£ 

used^either in conjunction with a particular traihihg session^ or run at 
intervals throughout the day as a jDart of the Exhibitors* Fair.. 

All exhibitors should have a table or tables set up where their 
representatives can sit down and discuss Vheir services with veteran _ 
registrants. Signs should be f)QSted designating which agency or organization^ 
is represented, in addition, if the area is large, give participants a^map^of 
the Exhibitors* Fair participants. Counselors^ such as those f rom^SCORE/ACt, 
should have a quiet, more private area in which to work with individual, 
veteranregistrants. It may be a part of the Exhibitors Fair, but should be 
set apart from the hubbub. 
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^ VE-T-ERANS- m SMALL BUSINESS TRAIIO fifi 

^ ^ • 'SpeaTcers/Traiiiers Checl^list ' 

1 Assess the participants' level ofTndwledge and adjust where possibles 

- ^ • 

• Double-check arrangements. 

• Use a'variety of instructiohaWiethods and materials: leetare,^ 
discassion^. demonstration,- slides, trcunspareneies, readable and clearly 
organized handouts; ^ i 

s • Provide ample time for summariz-irig jDbjrits arid for questibris duririg 
presentation. < 



• Have participants actively participate by dojing something. 



• Address participants by name as often as possible. 



• Do riot read to participants. 



• Proceed from kribwri tb urikribwri; simple tb complex; concrete to abstract; 
whble^ tb parts i arid back tb >/hble. 



• Start and end on time. 
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' VETERANS^ SMAl^l^tjSINESS TRAIN IM 
; / Training Outl ine . ' ' ' ; 

• - BUSINESS PbANNlNa . " 

Goals 

The goals df t^is training session are to teach participants to: 

• Understand the importanpe of planning to the successful mariagemerit of 
their small businesses. • - 

_ ' \ ■ ' _ _^ J. _ ^_ • 

9 Realize the importance of writing down their goals arid jDlaris. 

• Know the elements of a sound business plan. 

__ . . ■ 

• Respond to customer needs. 

Gbject ives ' 

At the end of the training session^ participarits will be able to: 

• Uriderstarid the differences between small busijnesses and big businesses. 
Identify persbrial entrepreneurial qualities. 

i Identify 3 to 5 stejDs they cari take to start the planning process. 

• Write down their business gbijs. 

- . _ J~ ^ ^ . _■ . . 

9 Use the business plan dutlirie provided to them to develop their own 
pi ans. 

Handouts ^ 

--Some Major Differences Between Smatl Businesses And Big Ones 

— SBA's Checklist Foh Going Into Business 

--Business Plan Outline . 

--Information ^Resources 

--Guide To Writing A Business Plan • ' 

Equipment Needed 

Blackboard, chalk, eraser, pad and easel, and marking pens. 

Agenda 

• IritrbdUce yourself arid welcome theX^gistrants to the class. Gonduct a 
go-arburid arid ask trainees to identity themselves and state what type 
of business they are iri ribw or are planning for the future. 

1 Point bUt^ some major differences betweeri small bUsiriesses and big ones, 
arid distribute the appropriate haridbUt . ^ 

\' ' J . ,/ , ■ . . 

. 14 IB 
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' i 



Hand dUt .SBA's Checklist for Going Iiito Business and ask partiei pants 
to cdmple'te it quickly.. OiscUss the f-esuUs. ' V 

DiscMSS the importance of planning in.the management process, and 

stress the importance of writing down a plan in order to see patterns 
of growth or decline^ to identify trouble spots, etc. 

List oh the blackboard the major parts of - a business plan,^ and hand out 

arid disctrss the business plan outline. , 

■■ J ^_ __• ^ ' • 

Hahb out Information Resources and discuss ^them with the class: 

Hand out and d>scuss Guide To Writing A Business Plan. 

Refer attendees tothe Exhibitors* further information on 

local training programs and/or .counsel ihg* 

Answer any questions they m$y have. 
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VETERANS IN SMALL BUSINESS TRAINING . ^ 
: TP^airiirig gjjtlim 

MARKETING AND. PROMPTING YDUR BUSINESS^ 

Go al S . ^ / ; ' ' ' - ' ^ : 

:_. -_■ '- --- _- ^-^ 

^The go^ils of this training session are to teach participants to: 

• Adopt practical marketing gujde1ines_in. order to accomplish the^ 
business purpose of getting more money back than they put into the 
business. ' • 

• develop goals for a promotional plan 'for. their businesses. . 

^ _ , / ^ _>_ _ __• ■ ' _ . 

• Recognize the iitiportance of describing their customers and tailoring 
goals, media, and messages to that description; 

• Understand that a sales strategy affd a promotional strategy are 
inseparable. . ' ' " 

; • Compare the use of medi^ appropriate to their goals^ customer profile* 
arid budget. 

- . _ ' _ ■-_ - . - ' _ - - 1 ■- _-- ■ 

• List ways to measure the effectiveness of their prdmdtiorial efforts. 
Objectives ' - 

At the end of the training session, participants wa1|1 be able to: 

#: Define marketihg as a total concept and understand the importance of 
marketing . research. 

i Know where to. get information in order 'to profile their customers. 

^# List criteria for evaluating and selecting specific media. 

• List and\escribe a variety of promotion techhiqdes and evaluate their 
possible effectiveness for their businesses. 

i Know how arid where to get free assistance in designing their 
advertising programs. . 

Handouts . ' 



--Kotler's Six O's Arid The Six P's Of Marketing arid Sale.s 
.--Outl irie Of sA Market i rig Plan 

--Market Ir|Mrmatidri Resources 

--Calculat-fe# To Determine Market Share 

--Three Rules Of Advert i sing 

— Chai^acteristics Of Effect ive Advertising 
'--Essentials Of Sound Newspaper Advertising 

--Promotion Ideas » 

--Time And Task Line "J ' > 

—Media Selection Criteria ' ' ^ 
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Hahdbots (Cdhtlhued) 

• - S , _ . . ■ . 

— Advertisibg Media _ _ _ ^ ___ ____ . 

—Possible Sources of Free Assistance rn Preparing Advertisements 

; "SBA PdbVicatiohs , ^- ^ : \ ' 
EqUipmeht Needed ^ .... * : 

Blackboard, chalky eraser, pad and eas^l, marking pens. 

■ ■ f.' ■ ■ ■ • . ' ' . 

' _ • ■ ' . . . ** ■. _ _ . . 

Agenda ; ' • N 

i' 



Introduce yourself and welcome the' registrants to the . class. Conduct .a 
go-arbund and ask' trainees to identify themselves arrd state what type . 
of business they are in now or are planning for the future. • ,^ 



• Talk about people. Point out that sma31 busiriess dwrvers-must * 
understand the customer before tnyihg to market' th^ir product or ^ 

/service. • Hand out and discuss the six OVs and six P*s of marketing. 

Point/^out to participants that the six. O'^s are the way to unde^stwd 
customers; ' the six P's are the way to reach customers. , . 

g " Hand out aftd discuss. Gut 1 ine^^^ PUh. :0s^^ blackboard 

or easel to high! ight the i#ortartce parts of the plarn; 

• tist the sources of inforntation for market research and harjd o u t Market' 
information Resources. ■ 



Hand out and discuss Calculation, to Oeterminfe Market Share. 

* ' ■ . - 

Asfc participants to state one goal for this year 's advert ising 
program. Encourage them to write down additional goals when they get 
home or back to thair businesses. ^ » , * 

HarKj but^and d i scu s.s Three i^ui eg^^of Advertising , eharae|<§risti^s of 
Effective Advertising, and Essentials of Sotind Newspaper Advertising. ^ 

Hand out and discuss Promotion Ideas./ invite p^rtieiparits to share 
their experiences using any of theses ' List new ones on thg board; .a. 

Hand out and discuss Possible Souree's 'of Free Assistance in Preparirii' 
Advertisements. , " . 

Discuss the importance of keeping records in dr^er to evaluate the 
effectiveness of an advertising program (actual,; sales records, _ . ' 
inquiries records, bookings, coupons returhSd^ tearsheets, photographsv 
etc. ) - ' • . ' - -. . ^ ^ 
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■^ VETERANS IN SMALL* BUSINESS TRA-INliie 



: Traihirig Outline 
/ FINANCIAL MANAGEMENT 
Goals - • : 



V The goals of this training session are to teach participant's to.: 

• Identify the. key elements , of sbtirid fihdheial management. 

• Acquaint themselves with the primary tools of financial marigertierit. 

• ^Identify positive cash flow as the primary objective of business. 
Bbjectlves . .. 

At the end of the training session, participants will be able to: 

• * , _ _ _ _ _ _ _ _ _ _ . _ _ . > 

i Understand _the basic functions of ' financial management . 

• Begin to use the todls^ to' use to reach their financial business goals. 

. - < - - - ' - • : -- - - - - - ^ - --- 

• Know the importance of forecasting tools like the P&L statement and the 
cash flow statement. - ^ • 



Use the break-even analysis to predict prof itabi lityi 

_ *_ ,; J* '_ * 

• Identify the key elements o*^ a loan application package. 

• -Develop guidelines for business growth and procedares for business 
' s retrenchment or close-down. . ^ . 

. -Haftdoats ' ' . > ' 

- . _ ■ _ ■ ' _ _ • f 

— ;Profit and Loss Statement (blank example) ' 
: Profit and Loss Statement {ebiripleted) 
. -.- Balance Sheet (blank example) . 
; --Balance Sheet (completed example) ' 
-- Impbrtint Ratios for Entrepreneurs 
-- Ratio Sources 
-- Industry Cost Resources 
--ABC Cbmpa^yCash Flow Statement 

--i Bre:^k-Evin Chart . ' , 

^ Prain/Gafn Princ^iple , . . ■ 

Loan Package Requirements Outline 
• -- Financing Sources ^F Business . 

Apprbpj^iSte SBA Publ ications 

. ^ ■. '■ . "" ' ' ' ' . - - . ■ , 

* ^£quipm^eht Needed , ; ' 
' Blackboard^ chalk, era-ser, pad and^asel, marking pens. : 



,8 29 ' 



ERIC 



Agenda 



i ihtrdduce yourself _ahd welcome the registrants to the class; edriduet a 
. go-aroiind and^ask trainees' to identify themselves and state what type 
of business they are in now or are planning for the future; 

• Introduce somfe' basic functions of financial mariagemerit (write them dh 
the blackboard): - » 

-Budgeting is used to project sales, expenses, and ca flow. ' ^ 

-Business assets are used to bring- in highest return on investments 
-Need for new assets is evaluated. 

• -Funds to obt&jn new5assets_are planned and obtained. 
-Assets are ma(iag^|areuntribute to profits and cash flow. 
-Borrowed funds ^liectepaid from profits they generated. 

• Discuss ithe impoftanc^ of establishing financial goals as part of the_ 
pladnihg process. Ufie this discussion to give a brief overview of the 
tools participants cSin use to help them reach their goals. 

. • Explain the use of forecasting tools (list them and their uses on the 
blackboard) : , • 

-Profit and Loss Stat etieht (past performance) 
-Balance Sh^t (cbridit idn at point in past) 
-Batio Analysis (past fl^^ 

-Prof it_arid_Loss ProdeattoTi (future perf onnance) . - ;. 

-Cash Flow Prdaectibn (future cash needs). ' 

• Hand dut the apprdpriate.fdrms. Timewill no^ you to train 
participants in the actual use of each form, but acquaint them with 
their fdrniats and uses, Encourage participants to seek training on how 
td use the forms ta their be§t advantage. 

i Discuss th^ usejofindustryjratios, cost ratios, etc., and supply 
participants wtth the appropriate handouts . Again, ericdurage them td 
seek out further training on their uses.' 

* • Draw a Break-even chart on the easel pad, and hand out a cdpy of it td 
the participants. Discuss the uses of a break-even ^chart and the way 
to develop one for their own businesses. 

• Introduce the Drain/Gain Principle arid pass dut a cdpy of it to the 
class. ; . : . 

• Discuss Idari packaging arid finahcing sources as financial management 
decisions. Harid^dut Ldari Package Requiremerits Outline and Financing 
Sources fdr Small Business. 

• Answer ariy remairiirig questions. ' ( . 
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VETERANS IN SMALL BUSINESS TRAINING 



. ' Training Outi ine 

- , ■ REc6rD$KEEPING ; . 

Seals A 1 • ». .. - . : • , s ■ ' ■ 

/The goals of this trainirig session are to train participants to: 

■ , / _ \^ _ ' ■ _ : ^ _ _ _ [ \- _ ■■ ■ _ _ ' _ _ . 

... '1 Uridg^starid the importance of mairitairiirig complete records. 

/ Develop a sup'port system for decision 'making^ based on the records of 
the business. ' 

/ • Work easily with their accountants to provide clear audit trails. 
bbj'ect ives ' 

» At the end of this training session^, participants will be able to: 

• Define the purpose of maintaining records. 

« Famil iarizethemselves with the' types of financial records that a 
successful business must maintain, , , . 

• Familiarize themselyesj^ith per sohn inventory records, 
supplier arid .customer records maintenance. 

Handouts . y 

Six Requjremlsrits of a Good Recbrdjkeeping System 
List of Basic Financial Records 

PersoririelRecbrds Checklist ^ ^ 
Supplier Records Checklist * ^ 

" " Customer Records Checklist ■ 
In veritory Records Checklist 
AccbUritarit/Clierit Relatibris 



Equipment Needed . 
Blackboard, chalk, eraser, pad and easel, marking pens. 

Age?fda . . ' . , ^ 

_ _ _ _ _ __ 

• introduc'e \>^urself arid welcome the registrants to the class. Conduct a 

go aroundand ask trainees to identify themselve what type 

of business they are in now or, are planning for the future. 

• Begin with tht^KISS System: Keep It Simple, Stupid! . 

• Discuss the six basic comments of a goad records^eeping system and 
hand out the list of them. \ ^ 

/. 20 22 
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Emphasize thei^asic principles of any sdiurid recdrdskeepi rig system by 
putting them on the blackboard: 1) deposit all monies iritd the 
business checking account; 2jlWrite checks for all iridpies td, be takeri 
out of the business Keven petty cash); and 3) Reconcile the barik 
-statement each month. 

' tiand out and discuss the List of Basic Financial Records. 

Hand out and discuss the Personrrel Records Checklist. Emphasize that, 
all businesses th^t have employees should have. written persdririel 
pdlicies. ; 

Hand ouK and discuss the supplier, customer,; and inveritory records . 
^heckl istrs. . / ' . 

Stress the importance of updating infdrmatidri: why'i when^ and how - 
often. / 

Eliscuss the impdrtarice df selecting the best accdUhtant for your 
Business and hand out Accduntarit/Cl ierit Relations.' 
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VETERANS i i.Sm\± BUS i tiESs\jM I N I NS 



bAW. TAXi^S. ANfl iNSHRANBE ; ; f 
Goals V ' 

The goals, of this training sessl-pn are to teach paKicipants to: 



M Have a basic knowledge, of Jiow to operate, a busjness legally both prior 
; to and after start-up. ' ' • ' , ' ' - 

• ' Learn how to safeguard their businesses through wise choices of legal, 

accounting, and insurance expertise. • ' - 
_ _ _. " J 

• Understand how federal, state,^ and local laws and regulations directly 
affect small businesses. ^ y / 

• ■ ■ ■ . ■ ; -••/■■■ - ■ 

% '. ' , . ■ ; - ^ -, • 

At the end of this tr-aining session, participants will be able to: * 

• Betermine^en and howyto use an attorney and an accountant". ^ ^ 



• Determine, in general, what to look for nn a lease, contract, and 
purchase order. " * ' • * . • 

.# Outline sound personnel policies. •^ 

i; Understand how IdcaU^state^ and federal laws affect their businesses. 

i Identify and use ta)^ incentis^es ' to their best advantage. ^ ' 

• Determine what' taxes roust be' paid local ly, to the state^ and' to the 
federal government.'* ^ / . ) ^ 

Define their own insurance needs'^, v/. *' . 



Handou t s 



What Your Lawyer Shobld Rnpw ^ — '* 

How To. Choose An Attorney ^ . - ' 

Accountant/ei tent Relations • : \ , 

tease eharacteristics and Types of L^ase? ; - 
Too Good To Be True: The Ideal Lease • • _ 
e Goritraet _ 



— Sample Purchase Or^ef* ' ' _ : .\ ^ 

Personnel Pqli-cies and Prbcedtires Checklist . ^ ^ ' * 
Five Ways To Reduce Your Taxes ^ r 

List of Federal Agencies 9r Departments That Administer* fc^'ws That- 
Affect Small Business OperStion v : • * ; 

■ Whaib Your Insurance Agent Should Provi(de ' 

Rules To Avoid Qver Qr Under* insuring Your Business 
iieware--Irisurance Policy F-ine Print - ^ 

Major Types of Insurance Coverage ' . 

Rental/LGase/tnsurance Checklist , ' 



Erjgipmeht Needs 

Blackboard,' chalk,' eraser, pad and easel^ marking peris. 

- • ^ V; ; " • ■ 

Agenda * . . ^ - 

• .introdaee ji^urself and welcome the registrants to thg class. Conduct a 
' go aroun^d an3 ask trainees to identify themselves arid state >yhat. type 

of business. 'they ate in now or are plaririirig for the future. 

_ _ ^ - - ' - "^h - ' ' - 

' / \ Hand: out and diseu^\the materials on attorrieys. arid accdUrit ants. Be 
; sufre partieipants'^^iBw that.ft is okay to fire SUtside professionals 

with whom they are dissatisfied. 

• Discuss specific_leaslrig_prQvisioris Uriiqu^ to ybUr state* then hand out 
arid discuss Too Good To ^e TrUe: The Ideal Lease. 

• Stress the rieeij for -written persdririel policies (to protect the dwnery.^ 
frpm lawsuits* e^^^g.)* 4rid hand dUt Persdnnel Pdlicies arid Procedures 
Checklist; 

• Write down as many laws and regulations as the class can suggest about 
hdw Taws arid regulations affect_theirb wageand hour 
rules,; taxes, patfents, copyrights, trademarks, consumer protection, 

. heal th^conditions,^ hazardous waste, handicapped access, labor unions, 
safety- regulations, and. equal employment opportunity. 

m T^and ou^ Li^t of Federal Agenp^es Or Departments That Administer baws . 
That ^\ff eclE *Smal 1 Bu^ines^peratiqn, and develop and hand^out lists of 
* local andstate agencies or departments that affect small business, 
operations^;- :- 

• Explliin and discu'5's briefly the following items as they apply to tax 
, requirements and procedures: 

^ -Required tax reports. s 

-Filing taxes on time. ' ' ' 

-What taxes to pay; what taxes to edl lect. 

\i Hand out the Federal Tax Caleridar* arid develdp and hand out a similar 
calendar for local" and state taxes. ^ • 



Explairi arid discuM, t savi rigs/reduct idns and hand out Five W.ays To 
Reduce Ydur Taxesvi'i,^.:,;' v ; . 

\Explairi types df t)asic insurance coverage for small businesses, then 
^rid out What Ydurlrisurarice Agent ShdUld Provide, RulesTo Avoid Over J 
t}r Urider Insuring ^dur Business^^ajor Types of Insurance Coverage, and 
Beware-- Insurance Policy Fine f^int. 

. V . - ' - 

Cldse b^ prdvidirig participants with a copy of the 
Rental/Lease/Insurance Checklist, and answering any questions they 
might have. 
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VETEBftNl-liLS 

' . Xf-cU^ ng Out 1 i ne 
■■• HQMe-BASEEV BUSINESSES ' ^ 



Goals 



/ 



The goals of- this training session are to teach participants to: ^ 

'# ^Assess the degree of entrepreneurial success they can expect from a 
home-based business based on'their skills* attitudes, and 1 ifestyles. 

• Understand the zoning, licensing, and permit requirements for their 
home-based businesses* ♦ 

• Acquaint themselves with a first-year financial ^pl an that shou^ld^ 
include estimated start-up costs, a proo'ection of .operating ^incomes and 
expenses, and a cash flow forecast. 

Object i ves ' > ■ : / ^. . • 

At the end of this training session participants wilT be ab^ 

ti Assess their own entrepreheurial readiness^* 

f Expla-in t^e advantages, ^disadvantages, and differences' in owning and ^ 
managing a businessvfrom home. ' ' ' ' 

• Understah?] the importance df planning in* managing a home-based business. 

• Begin research to debide where and how to find buyers for, their prdduet 
or service. 

i. Understand zoning regulations in general and how :to find out what 
applies to their business specifically.- 

• Understand the need for f inancial plannina. ; 

Haadoats , .': : - ? 

Do You Have What It Takes To Be An Entreprineur? . ' 

-- Entrepreneurial Personality Gharacterlsfeics • : , " 

S3A*s Eheeklist For Soing into^ Business ' ^ ^ 

-- Advantages And Uisadvantages -Of A Home-Based 'Basiness ' *' 

The Pleasures and Pitfalls Of Doing Business From Rome 

Ihgr^ients For_A Successful Start-Up Business ' 
; Mart^irig Your Service.. 

-- Marketing Inforrrjatidh Resources : 
-- Zdhing Reglflatibris: What Ybu Should Know, . 



Equipiiieiit Needs - • " 

Blackboard, chalk, eraser^ 'pad arid easel, marking pens. 
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Agenda - 

. ' •■ ' 

9 Introduce yourself and welcome the registrants to the class; Conrfudt a 
go around andask trainees to identify themselves and state what type 
of business they are Jh how dr . are plaflMng^^^^^^ future. 

• » Discuss the characteristics of successful entrepreneurs asdescribed In 

the handouts. Mnd out the first three. You may want to ask . 

> participants tp complete one of.Me hahdputs and take the others home,- 
or you may ask them to cbmplete^l of them at home. 

- • Discuss the growing trend of "atrhdme" busiriesi and wgrk, and discois 
' ■ . why this is beeomihg a more popular way to W5rk. Hand out Advantages 

and Disadvantages ofv Home-Based Business and The Pleasures; and Pitfal Is 
of Doing Business At) Home. : ^ . ' r- 

• Hand out and discuss the business plan outline; Emphasize the planning 
process. 

• Disiiijss techniques for doing market research^ and include resources 
offered by the Bureau of the Census^ yellow pages,;,competit9r|, 

' suppi iers, regional or national trade associatid.n^j£hamber of 

Eoramerce, Commerce Department, trade iburnals. etc^^ Hand out Market 
Inform at id ri Resources. . j,* " » • 

but line and discuss zoning reguUtions dncl hbw to research them 
lacally. Hafld'^^wt Zoning Regulations: What VdU Should Know. 

\ i Discuss financial planning, irieludihg risking family assets. This is 
, extremely important in making a home-based business a, success. 

' it Answejs^ny final qoestiori.s participants may have. 
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VETERANS IN SMALL BUSINESS TRA I HlNfi 

: — ii - _ 

BUDGET CHECKLIST * ' 

■ . [ ~ ■ . ■ .■ ; • ^ 

Staff 

. • _ - '-^ " " " " " ' .". % v: ■ " 

• (IHis may not be a monetary item^ but will/be_a time item for both' the 
Agency arid the xb-sporisbr, arid therefore should be hbted' in your 
. budget. ) . - 

Suppi ies ^ ' • 

9 Operational supplies: Stationery, typewriter, typing ribboijs, stamps, 
message pads', note pads, pencils^ pens* paper clips, etc. 

• On-site supplies: registration f^orms, pencils/pens, badges, paper 
clips, ch^lk, erasers, marking pens, etc. 

Telephon e - 

• Depending on thermeeting site, the location of the SBA Bistritt Office, 
and the Co-Sponsor's office, there may be long distance charges that 
will need to be paid out of p^'bject trairiing funds. 

EnlniLlag " ^ , ^ , ^ 

• l^egistratiori forms, stationery, information packets to be giveri away at 
the training site, press, releases^ signs^f&r the meetings K arinbuncemerit 

: brochures with tear^bff registration form^ etci 

• Handouts foP each trairiirig $essioni ' 

• Registration bdoK for the networking activity selec£ed.: >:^ 

• Names and addresses of .al l_thbse whb registered Snd attended both the 
trairiirig sessibris arid the Exhibitors' Fair. 

Travel 

• This probably only will be the standard car mileage allowance. 
However, sortie co-sponsors will want to rent a special van or bus to 
bring veterans to the training site, y" 

Audiovi sual Retitals 



• Where possible, tire District Office and the e6-spon<;or shbuT^^^^ 
have items such as oyerhead^projectors, blacks 

pro jec tors, and microphone equipment donateS. However, 'some items 
might have to be rented. 



VETERANS IN SMALL BUSINESS TRAINING 



ERIC 



• SAMPLE REGISTRATION FORM 

Name_df Cd-Spdhsors 
pat e df ~ Trai n i hg Meet i hg ( s ) 
Place and Time of Training 

PLEASE PRINT 



Date Received 



Name 



Address 



> ^Street and Number City State Zip 

'Daytime Phone: - Evening Phone: — 

Please Check One 

I want to attend only the Exhibitors' Fair. \ ' , 



^ I want. to attend training se'ssions in addition to the Exhibitors^ Fair. ^, 1 
have rajiked the training sessions in the order in which I want to take them. 
(Pleasexrank them 1 through 6.) You will be able to register for 4 of the 6. 



— Business Planning — Mariceting and Promoting Your Business 
—-Financial: Management Recbrd$keepihg ^ . . 

-Law> Taxes, irisurariee ' Home-Based Businesses 

Business Ihf drmatibh 

In^; addition, we would Tilce to know if ydulare in business hdw^ have just 
started your own small business, or are ih the planning stages. Please check 
the^pprdpriate bbx b'eldWi: Snd tel 1 Usvwhat type.df busin^^^^^^ are in now or 
Want to startjj: . * , . , • : v ' : ; ^ : 



have a small business. It iS: 
. I have had this business since 



1 sjtarted my , business withjln the last year. It is - — ^— ^- 

I want to start my own business. It will be - 



- - Networking iLUncheofi ^ - ' • 

Ther^ will be a networking luncheon at the training meeting, if you ^ 
attend, the cost is $ ^ per ticket. Tickets must be reserved now, but^ 
you may pay for the ticket j^hen you pick up your registration packet. Please 
check below if you will attend the luncheon: ' 

^ I will attend the networking luncheon and I need —^ ticket (s>. 

I have enclosed full payment. . ^ " • 

I will pay when i pick up. my registration packet. - . : 



if yod have questions, please contact: . at 



RETURN TO INSTRUCTOR FOR MAILING TO EVALUATOR OMB ClearaHce Number 3245.dd76 



NATIONAL TRAINING . _ ^ . . 

PARTICIPANT EVALUATION QUESTIONNAIRE ; 

(Please note: The information you provide is eohfidential; It will pe used to develop a hatibrial 
evaluation of small business training). ^ - 

1) .a) When was the course offered? (starting date): • • ' ■ 

b) What day of the week? ; . ' . 

c) What timejDf thejday? . ... . . , . . ■ ■ ■ " '■' - 

d) Total number of hours ..... . . ; . . . . A . ; . . . . . - ■ 

2) How did you learn bf^the course? • ^ 

• . a) — From a friend f) Local SB A office 

b) _^ Direct mail pamphlet g) _^ Hadio or TV advertlsemeht 

cj Local newspaper h) _ Heard about at a luncheon or dinner 

d) University publication i) Other (specify): 

e) _ Local bankir - ■. 



3) Why did ydU attend this course? ^ j : : : 

4) What previous forrris of traihingyclassrddm ihstfUctidh have ydU had in regard td starting/ 
dperatirig ydUr own business? 

bllege) f) — SBA cdspdhsdred courses dther than 

particular cdUrse , ^ 



a) 


— Business degree (college) 




b) 


— Assbciate degree 




0 


— High school 


' g) 


d) 


— WbrRshbps & serriihars 


> h) 


e) 


— Evening cbjiege' cburses' 





5) Did you feel the iriformatibri was presented effectively? . • 
a)— Yes b) No • c)__-No opinion ; • ^ 

6) Did yod ^Uthat the mfeterial presented irl the course ^A/as practical? 

a) _'Y^s ' b) _r)tjir c) No opinion • 

7) (Please use the following scale to indicate your response to the staternents below: 
SA = strongly agre^; A = agree; UN = undecided/riot applicabie; D = disagree; 
SD = strongly disagree). V 

■ - - ^- -- > ■- ^ ^ 

In general, the course rattertdedJwas sufficient for rriy purpose. 

a)^SA _ b)^ A_ cj^^^tTWjX d)>^^ 

L was given good working knowledge of the subject presented in the course. 

a]^_ SA b)i ^ A c) _ UN djL^jD Je)^SD , ^ ; 

As a result of jhe course, ! was able to acquire the practical skills and knowledige heeded to 

solve my business problems. 

a)_ SA b)^A c)_ U^ d)_b e) _Sb 
Tfie course helped me. . . 

a) _ SA • b) _ A c) _ UN , d) _ D e) „ SD 

8) As a result 6f attending the course, haye/.you made any changes? If so, what were they? . 
I (Please write any comnients): 
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9) As a restili of ybur attehdihg (fr^ cbjjffee, there has been an INCREASE in your firm's (check 
all that apply): . r*- _ ^ . j ^ 

a) _ Gross sales ' d) z:^: Persoynhel efficiency 

b) Employment e) Other (specify): „ — i 

cj _ Net profit . z : _ — — .. , 



id) As a result cff your attending the course, there has been a DECREASE in ybUr firm's (check all 

that apply): _ __ ^ . 

a) Material costs . e)_ Marketing costs . / 

* b) _ Material waste J f) ^ Promotional c^^ 

c) _ Theft , ■- i) _ Other. (specify): ^ J — _ 

d) = Personnel costs , I.^ - . — — r ■. — — 

- ' ■ ' . - - ■-- 
11) The estimatd!^ dollar sa\/ings to your firm as a result of your attending the course is 



12) WaiTthe nrioney, time and effort you expended on the coarse worthwhile? 
s aj_Yes b)_.No 

Please explain: _ 



13) Check the t^pe of business you are engaged in. or pian to be engaged in: . • 

a) — Retail d)_ Service (commercial/industrial) 

b) — Construction ej _ Service (other) 
e) _ Wholesale ' f) — Manufacturing 

14) Do you presently own; manage or operate a small basiness? 

a)_Yes b)_No 

15) How many years has your bjusiness been in existence? 

a) .L^ Less than onev^eif d)_ 8-1T years ■ 

b) _ 1-3 y^ars / - :e) _ 12-15 ye^rs ^^ ^^ % 

c) :^ 4-7 years . /.^ ;^ 

16) Rave you -ever owned/managed ahbther business? : / . ^ 

,^)^Yes ;^ . : ' ^:bJ=No ^ ' , ^ / ' ' 

17) Do you feei^that you would benefit from addltiorial training? 

' ^ b) _No ' ■ 

J ' ^_ _* • _/ / v.. 

9) Inventory control : . 

^, h)_ Personnel 

i) _ Cost/benefit analysis 
j) _ Other (specify): . 







If so, what 


type(s) of training? 


a)- 


Accounting 


b)_ 


Tax Preparation 


c) _ 

d) _ 


Marketing 
Market analysis 


0 = 


Advertising / 
Cash flow 


Sex: 




a)_ 


Male . 


Veteran: 






Yes • 



byLT Female , 

• : b)_No ; . 

Racial/Ethnic, status: ' ■ ; _ . \ 

a) — Black ; • . d) „ Asian/Pacific Islander 

b) — Hispariie ^ ' 3 1 • e) — White' . ' 

c) _ American Indian ' ^ ^ f) — Qther (specify): - 



2fl™^her comments: ^ —iM Glearingfis^s? for Junior Colleges ^yi^ 6 1984 
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